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Department of T r a n s i t  O p e r a t l o n s  

2775 E a s t  Ponce d e  Leon Avenue 
D i v i s i o n  of T r a n s p o r t a t i o n  I 

Decatur ,  GA 30309 

4PPLlCATlON FOR RECORDS DISPOSITION STANDARD I ,i 

' b t e  Rocbvrd Application No. Date CMIPleted 

TAN I o 198i 75-1t-4 m i ~ ~ > y  
2. apt. Application NO. 1. Application 

INSTRUCTIONS: Prepare in duplicate and forward to the Records Management Analyst. Management Systems bivision 

3 l)Pi,i Dwraon. Sulvlavaslon & Admantoering Office Address I FOR RECORDS UANA~XMENT OIVSION USE 

4. PwMn to Contact 5. Working Title 

M s .  J u l i a  Houston 
6. Telephone N u m k r  

8. Dates of Series 
Earliest . Latest 

-. . 

1. Record Smes Description This file contains the following documents (include form numbusand ritla. if anv): 
Attach samples of the file. 

Documents relatingto: t h e  o p e r a t i o n  mi leage  o f  buses , operator name, badge number , 
koute number, any mechanica l  problems noted  by t h e  operator, an? 
t i m e  worked . 

Included are: BUS Mileage Cards and ' d a i ly ' .  b lock-out  s h e e t s  - (w,,F - ~ ~ ~ i ~ ~ ~ ~ t ,  
Form # 0753.) 

- 
9. Records Series Title (followed by rirle used in Office: if diffemnrl 

File C h r o n o l o g i c a l l y ,  by  date , b y  work s h i f t  d i v i s i o n .  

- 
2. Monthly Reference Rate 

One to six months old 

twenty-five months and older ? 

3 Annual Rate of Accumulation of Records 

Letter-size drawers 

How often are records referred to which arc: 

, Seven to 1wdve months old . Thirteen 10 fwentv-four months old, I 

\ 

; Legal-size drawers ;Shelves :Other Ispecrfvl m -. 
3012 ( 3 7 6 )  

L . 



wars. a. State Lm years d. Audit period 
b. Statute of limitation 
c. Federal law 

1 0  years. 
wars. 

years e. Administrative neod 
years. f. Federal retonilon instructions 

Attach COPY or ereert of laws or regulations. Explilin administrative me& , 

T h i s  f i l e  i s  used a s  evidence i n  s u i t s  involv ing  personal injury  
or damage. The records a i d  i n  determining the  operational  s a f e t y  of *the 
buses .  

_ ~ _ _ _ . _  ------.-_ 
This agency recommends that Ihe lila wries tw cut of1 at-ihc e&j of each: . 6. ADprOvad Dispositoon Instructions 

Hold in the current files area 1 monthls) vearls): then 
0 Transfer to ~ ~ i " 9  arm: hold 

a Transfer 10- Records Centn; hold 1 0  vearls): then 

vesrls); then 

&troy. 
'0 Transfer to State Archives I& permanent retention. 
0 Other /Specrfyl 

. ,  

I J 
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*APPLICATION FOR RECORDS DISPOSITION STANDARD 
I *. 

/5-  9 3  -02 

,i 

INSTRUCTIONS: Prepare in duplicate and forward to the Records Management Analyst. Management Systems Division ' 

3. I>ept.. Division. Subdivision & Administering Office Adgrass 
' FOR  RECORD^ ~ N ~ o E M E N T  OIV~SION USE 

Department of T r a n s i t  Operat ions ! Date R n e i v d  ApOlication No. Date Completed 
Divis ion  of Transpor ta t  ion 
2775 East  Ponce de Leon Avenue 
Decatur,  GA 30309 2. Dept. Application No. 1. Application 

4 Person to Contact 7 Working Title 

-~ ~ _ _ ~  
7 Action Rewesled 

8. c] Establish Retention Schedule; recor wil l continue to aCCumUlate. 
0 Dtspose of present accumulation: n further accumulation anticipated. 

c. Amend Application No. 7 5-1 1 I_ __ Check One: 0 Change; Supercode: 0 Void 

b. ~,f 
~ - - .- I_~ 

3. Dates of Series 
Eat liest Latest 

9. Records Series Title (followed by title used in office; if different) --I, 1960- - .h-s-en t What % M i l e  is the f u n w i o n  ill- and the Office in which this record uriec is crGted7 
FDwision and Office Function 

The Div' ision of Transpor ta t ion  provides  bus t r a n s i t  s e r v i c e s  f o r  the. MARTA s e r v i c e  area. 
A s e c u r i t y  s e r v i c e  i s  provided f o r  on t h e  A u t h o r i t y ' s  buses and t r a i n s .  
provides  t h e  s e c u r i t y  f o r  t h e  Department's t h r e e  garages,  grounds and equipment and t h e  
Peachtree Summit Bui lding.  Pursuant t o  providing s e c u r i t y ,  t h i s  Div is ion  main ta ins  
l i a i s o n  wi th  school  o f f i c i a l s ,  p o l i c e  departments and t h e  c o u r t s .  

The Div is ion  handles  c i t i z e n  sugges t ions  and complaints  regard ing  t r a n s i t  opera t ions .  ~ .~ 

The Divis ion  conducts  t r a i n i n g  programs f o r  ope ra to r s ,  supe rv i so r s ,  d i s p a t c h e r s ,  and othei 
employees.. 
pub l i c  s a f e t y  procedures.  
ducted.  
t h i s  Div is ion  wi th  t h e  a s s i s t a n c e  of t h e  Div is ion  of Risk Management, Claims Branch, 
___._ -. ---___ -_ ATT- - 

The Divis ion  

. .  

This  Div is ion  provides  f o r  t h e  i n s t a l l a t i o n  and monitoring of i n d u s t r i a l  and 
A cont inuous program of s a f e t y  t r a i n i n g  f o r  ope ra to r s  is  con- 

Accidents  involv ing  employees o r  v e h i c l e s  of t h e  Authori ty  are inves t iga t ed  by 

1 .  Record Series Description This file contains the following dpcuments (include form numbers and titles, if anv): 
Attach samples of the file. ' , 

Documents relating 10: The opera t ion  mileage of buses,  operatorsname, badge number, r o u t e  number, 
any mechanical problems noted by t h e  ope ra to r ,  and time worked. 

Included are Bus mileage c a r d s  only .  

Chronological ly ,  by d a t e ,  by work s h i f t  d i v i s i o n .  File IS arranged: 

- --_---_.I I__ __ _ _  __I__ __ - - _ _ _  I_ 

2 Monthly Reference Rate How often are records referred to which are 

One to six months old --- -d' -. , Seven to twelve mon 1 hs ~ old 

3 Annual Rate of Accumulation of Records 

I , Thirteen to twenty-four months old -___ ; , ,  
? i twenty fwe months and older -~ - 

- __ - ._ - -. . ___ ~ __ __ 

Letter-size drawers ~ _ ,  Legal-size drawers -. - ;Shelves -;Other (rpeOfvJ - - __ _- __ 
. *  

3012 13/76) 
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a. I s  this the official copy of the seiies? 

~~~ 
- -. - -. . 

__ ~ 

scheduled separately! 

1. I s  the information contained in this series ever published? If yes. attach copy. 

9. 1s the information contained in this series ever analyzed andlor recorded in a summarized report? 

If yes. attach copy. 

h. I s  there a duplication of this series in Your office, or in another office or agency? 

~ _ _ _ _ _ _ _ ~  
___-I . . .~ ~__-___ _ _  _~__ ____ 

- __ - 

_-_I_ ___~____  - 
5. Retention Requirements The following requires the series to be kept: 

a. State Law __ years. d. Audit period __ years. 

b. Statute of limitation __ years. e. Administrative need 20.-. years. 

c. Federal law - - - .- years. f .  Federal retention instructions T.. -. .~__ years. 

Attach copy or excert of laws or regulations. Explain administrative need. 

Reference i s  made to: State of Georgia, Section 3-1002, 1003, 1004 . . 

~ ~ -. - .. ., -. ___ 
16. Approved Disposition Instructions This agency recommends that the f i le series he cut off at the end of each: 

n C a l e n h  Yea,; rI Fiscal Year: & Other _Monthly~-L- __ then. 

0 Hold in the current files area _____ monthlsl 

0 Transfer to local holdina area: hold - 
. yeark), then 

- vearlsl. then - 
Transfer t c & p & c O r d s  Center: hold --20 yearlsl; then, 

@ Destroy. 

0 Transfer to State Archives for pBrmanenl retention 

D Other tspeofv) 

. . .  . 

This f i l e  i s  used as evidence i n  s u i t s  involving personal injury or damage. 
records a id  i n  determining the operational safety of the buses. 

The 

These instructions apply to a l l  prior and future iiccumulations of the series. 

(Indicate liriefly rationale for recommendations abovelor write additional remarks): 
~. 

7 .  APPROVALS 
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marta ' - / ' ~ P L I C ~ T I O N  FOR RECORDS DIS,P~SITION STANDARD 

' e  

IS$THC(.TIONtj: Prepare in d!?JIicdte 3 forwdrd 10 the Records Management Analyst, Managcrncnr Sysrrms Divi~i,,n 
I - _ _ _ _ - - ~ _ _  -.--...~__I_. . ~ 1 - 1  

3. Dept.. Division. Subd iv l r i on&dx$r ing  Office Address RECORDS MANAGEMENT DlVlSlOd'USE 

ate Received Appljcation NO. Date Coniplcted Department o f  T r a n s i t  Operations' 
D i v i s i o n  o f  Transporation 1 

125 Pine S t ree t  
At1 anta , Georgia 2. Dept. Application No. 

ESTABLISH DI 

8 .  Earliest & Latest Dates of Series . Exact Series Tltle 

1960 - Present 
_._Ic__. 
10. What is the function of  the office in which th+s record series i s  created? 

The D i v i s i o n  o f  Transportat ion provides bus t r a n s i t  services f o r  t he  MARTA serv ice  area. 
4 s e c u r i t y  serv ice  i s  provided f o r  on the  A u t h o r i t y ' s  buses. The D i v i s i o n  provides the  
secu r i t y  f o r  the Department's three garages, grounds and equipment and the Equi table Bldg. 
Pursuant t o  p rov id ing  secur i ty ,  t h i s  D i v i s i o n  ma in ta in  l i a i s o n  w i t h  school o f f i c i a l s ,  
po l i ce  departments and the  courts.  

The D i v i s i o n  handles c i t i z e n  suggestions and complaints regarding t r a n s i t  operations. A l l  
f a re  box revenues a re  co l l ec ted  and transported by t h i s  D iv is ion ,  a l s o  a 24-hour schedule 
in fo rmat ion  serv ice  i s  provided. 

The D i v i s i o n  conducts t r a i n i n g  programs f o r  operators, supervisors, dispatchers, and other 
employees. This D i v i s i o n  provides f o r  t he  i n s t a l l a t i o n  and monitor ing o f  i n d u s t r i a l  and 
pub l i c  sa fe ty  procedures. A continuous program o f  sa fe ty  t r a i n i n g  f o r  operators i s  con- 
ducted. Accidents i n v o l v i n g  employees o r  veh ic les  o f  t he  Au tho r i t y  a re  (See Attached) 

I-.~____I ~~=~ _ ~ _ _ _ _  - -~ - ~ ~- 
11. This f i le  contains the following documents (include form numbers'and ttt les, if any. and fl le arrangement) 

Documents relating to :  The opera t ion  mileage o f  buses, operators name, badge number, rou te  number 
any mechanical problems noted by the  operator, and t ime worked. 

Included are: Bus mileage cards only. ', 

Fde IS arranged Chronological ly, by date, by work s h i f t  d i v i s i o n .  

ATTACH SAMPLES OF THE FILE 

Letter-sire File Drawers 

Floor Space Occupied (Square Feetl 

I I I I -  I ~ 

- 3 0 1 2  
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r y  y .<*. . .. ... .~ . . . ~_--Y .~ -, . . .-~ .__5- _ - ~ - -  . _ ~ _ r . . _ ~ f _ ~ _  _)... _ _  .- 
i QUESTIONNAIRE Phce an "X" In the propeer column. If m i w e r  is .'YES," please explain , . = \  

YES NO .~ 13. [ X] [ ] Is this the Record Copy of the series? L 3 
I ,i 

14. 1 ] [ X ]  Is  there a duplication of this series in another office or agency? 

6 

15. [ ] 

16. '[ 3 

17. [ ] 

18. [ x] 
19. [ ] 

20. [ ] 

21. [ ] 

['f] Is the information contained in this series ever summarized or pub1ished':Attach copy. 

[ X ]  Does the series contain classified information requiring security handling? 

[ x ]  Does the series initiate, amend or terminate agency policies and procedures? 

[ ] Could the function be performed if the files were lost or destroyed? 

[ x ]  Is the series (or major portion of it) regularly microfilmed? If yes, why? 

[ X I  Does the record eries provide data as input to an EDP file? 

[ x ]  Does the record series contain documentation produced as EDP printout? 

I 

+P 

22. [ ] 

23. [ 3 

24. 

[ x]  Has the Federal Government issued instructions governing retention/disposition of these files? 

[ X I  Will there be a need for these records 10, 15 years from now? If yes, what? - I--.----_._--- -- r. . ~- -:- .-.- =: .~~ ~ l _ . _ _ I _  - _-I-yc__ --- 
REQUIREMENTS. The following requires the f/les to be kept .-5.-._-years: 

1. [ STATE b. [ ] STATUTE OF c. [ 3 AUDIT d. [ 3 FEDERAL e. [ f l  ADMINISTRATIVE f. [ 3 HISTORICAL 
LAW LIMITATION PERIOD LAW DECISION VALUE 

'(Cite Law, Statute, or other reason for the retention requirement) 

Reference i s  made 0: 
S t a t e  o f  Georgia, t ect ion 3-1002, 1003,1004. 

-------I- .-_ ~ - _ . ~ 3 ~ Y z Y t ~ _ _  . _ . _ _ _ w _ ~ _ I _ _ _ ~  - ~~ 

25. AGENCY RECOMMENDATIONS: This agency recommends that the file series be cut off a t  the end of each 

. [ ] CALENDAR YEAR - 1  ] FISCALYEAR - [ X I  Other (Monthly) 

[ I Hold in the current fi les area-JL _month(s)/-.-- year(s): 
[ XI Transfer to [X I  State Records Center 1 Local Holding Area; hold -fj-year(s): 
1 XI Destroy. 
[ 1 Transfer to Archives for permanent retention. 
[ 1 Destroy immediately after cut-off. 
[ 1 Other: (Specify) 

(Indicate briefly rationale for recommendations above/or write additional remarks): 
rh is  f i l e  i s  used as evidence i n  s u i t s  i n v o l v i n  personal i n j u r y  or damage. The records 
l i d  i n  determing the operational safety  o f  the  ! uses. 

Approved Department Head /Designee bate 

~ 

~ ~ ..... 
Date 

/-2+ P-, 

~ . ~ ~ ~ _ I  ~~ ~- 
Approyed, Legal Cnunrel Date 
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APPLICATION FOR RECORDS DISPOSITION STANDARD 

I 

I tem 10. (cont.)  

inves t iga ted  by t h i s  D i v i s i o n  w i t h  the  assistance o f  the  D i v i s i o n  o f  Claims, t o  
determine t h e i r  cause, t h e  existence o f  sa fe ty  v i o l a t i o n s ,  and c o r r e c t i v e  and 
prevent ive a c t i o n  t o  be taken. 

This D i v i s i o n  operates the  A u t h o r i t y  r a d i o  system. 
t a i n s  the d i v i s i o n a l  and personnel records. 

It a l s o  develops and main- 

. .  


